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CENB&'LS I&L&L@RCE AGENCY

Washington, D. C.

ADMINISTR TNSTRI 2l May 1918

SUBJECT: Clearing of Employees Prior to Final Payment.,

1. Final payment for rersuvnal services will be made only after it
has been officially certified that an employee is not obligated to CIA.

2. Official certification as to an employee's obligation status
will be made on "Final Payment Clearance Sheet," Form No, 3L~30, when an
employee is terminating, leaving for owrscas duty, taking leave without
pay for €@ or more calendar days, or when transferring from voucherad
to unvouchered funds status or vice versa,

3. The office to which a separating employee is assigned will noti-
fy the Personnel Branch, A&M, of the contemplated action by the submission
of "Personnel Action Request," Form No, 37-3, at least one week prior to
the employese's last working day, .

L. Upon receipt of Form No. 37-3, the Personnel Branch, A&M, will
initinte Form No. 3L~30 and will notify the employee, through his Adminis-
trative Officer, and the Investigation Division, Security Branch, Inspec~
tion and Security, of the date set for the exit interview, which will
usually be within forty-eight hours prior to departure. The Personnel
Branch, A&M, at the time of exit interview will furnish the employee with
Form No. 3L4-30, and will notify the Investigation Division, Security Branch,
I&S, that the employee is clearing,

5. Completion of the form, except as provided in paragraph 8 s will
Le in the most efficient numerical sequence to be indicated by the Person-
nel Branch, AZM., The last certification will be by the appropriate pay-
ing office: (1) For civilians - Fiscal or Special Services Division, Budget
and Finance Branch, A&M, or Special Funds Division, 0S0. (2) TFor mili-
tary personnel- Naval Administrative Command, or Headquarters Detachment,

6. When all clearances have been obtained, the employee will sign
the form and leave it with the payir‘}g office,
N
7« When the employee is unavailable, his Administrative Officer will
obtain the required clearances on Form 34-30 and forward it to the appro-
priate paying office without the employee's signature.

84 | the Chief of the station will de-brief
the employeo; =xecuts ccruifications Noo 2 and No, 6, and forward Form No.
34=3C to the appropriate Washington Headquarters office for the remaining
certifications,

FOR THE DIRECTOR OF CENTRAL INTELLICENCR.

RESTRI i

DISTRIBUTION: A Administration and Management
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‘ cm%ﬁwquﬁgw AGENCY

Washington, D, C.

ADMINISTRATIVE INSTRUCTION

SUBJECT ¢ Clearing of Employees Prior to Final Payment,

1. Final payment for personal services will be made only after 1t
has been officially certified that an employee is not obligated to CIA.

2. Official certification 88 to an amployee's obligation status
will be made on "Final Payment Clearance Sheet," Form No, 3L4~30, when an
employee is terminating, leaving for owrseas duty, taking leave without
pay for 6€ or more calendar days, or when transferring from vouchered
to unvouchered funds status or vice wversa, ‘

3. The office to which 2 separating employee is assigned will noti-
fy the Personnel Branch, A&M, of the contemplated action by the submicsion
of "Persomel Action Request," Form No, 37-3, at least one wsck prior to
the employeec's last working day.,

li. Upon receipt of Form No. 37-3, the Personnel Branch, A&M, will
initiate Form No. 21-30 ang Will notify the employee, through his Adminis-
trative Officer, and the Tnvestigation Division, Security Branch, Inspec-

- tion and Security, of the date set for the exit interview, which will

usually be within forty-eight hours prior to departure. The Personnel
Branch, A&M, at the time of exit interview will furnish the employee with
Form No. 3U-30, and will notify the Investigation Division, Security Branch,
I&S, that the employee is clearing,

S Completion of the form, except as provided in paragraph 8, will
be in the most efficient nurerical sequence to be indicated by the Person-
nel Branch, A&M. The last certification will be by the appropriate pay-
ing office: (1) For civilians - Fiscal or Special Services Division, Budget
and Finance Branch, A&M, or Special Funds, Division, 030, (2) For mili-
tary persomnel- Naval Administrative Command, or Headquarters Detachment,

6. When all clearances have been obtained, the employee will sign
the form and leave it with the paying office,

7+ When the employee is unavailable, his Administrative Officer will
obtain the required clearances on: Form 3L-30 and forward it to the appro-
priate paying office without the employee's signature. o

8. In the U. S. field offices, the Chief of the station will de~brief
the employee, execute certifications No, 2 and No., 6, and forward Form No,
34-30 to the appropriate Washinlg,t_on Headquarters office for the remaining
certifications, R : S

/

FOR THE DIRECTOR OF GENTRAL TNTRIITENGR.

RESTRI(

DISTRIBUTION: A ' Administration and ianagoment
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DRAFT - 15 April 1948
STATINTL

CENTRAL~IN[ELLIGENCE AGENCY
" Washi }gton, D. C.

ADMINISTRATIVE INSTRUCTION ' Date:

SUBJECT: Gloarir_lg of Emplo'yées Prior to Final Payment.

1. Final payment for personal services will be made only after it has
been oi‘i‘ic:.ally*ce"rtified that an employee is not obligated to CIA,
2. Official certification as to an employee's obligation status will

be made on "Final Payment Clearance Sheet," Eorm Noe 31-30, w }1 an employee .14

’C‘-’ a2 (n:«c((/wf Y ff,tfthf‘ 7‘4“””7 el“‘"fd é "y oL ne “ / ”7’ %/{ SR 2G a4
3:8 £ g’:i)é 4 &' ]:Gﬂ-0r

;h/ /w;{/f;vrrzzm Aty 77'\//!/91,4/0/{'2;/'{ '8 ey vg,!/{ ,4!444,\, e >

3. The office to wh:r.ch a separating employee is assigned will notify ’\Qoﬁ

v :

the Personnsl Branch,\of the contemplated action by the submission of "Per- ‘)},"\'

. A

sonnel Action Request," Form No. 37-3, at least one week prior to the em- ‘XI "
ployee's last working day. (T\/d

!
dd\ “
ke Upon receipt of Form No,. 37-3, the Personnel Branc}}lwill initiate <\b ?

Form No, 3h-30 and _}gfi‘j;notify the employee ) through his Administrative 0f- N A?'
QA\&‘ J/Mfﬁ’dr (" 'f"f—m-u hy

ficer,/qof the date set for the exit interview, which will usuaﬁ’y be within é

forty-eight hours prior to departure, The Personnel BranchAat the time of ;Q’/&} "
exit interview will furnish the employee w:_th Form No, 3h-3049’rf\(’f wibl et -

ol L

5. Coxpp]et:.on of the form “‘T}f]f‘efﬁ?‘i(“f‘(i‘,‘df‘f??ﬁ"ﬂ'l bun;a.ceordan@
th™-the" imylﬁézzfcﬁl" sequence-exceptmas—provided—i-nmph—aubelw The

last certification will be by -the appropriate paying office: (1) For civilians -
Fiscal or Special Services Division, Budget and Finance Branch, or Spec:.a:' Funds

Division, 0s0, (2) For military personnel, = appropriate Naval Comand,

'Headquarters Detachment.

6e When all clearances have been obtained the employee will sign the i

form and leave it with the paying office,

o
5‘{

i

ESTRICTED
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7o When the employee is unavailable, his Administrative Off: sr will
obtain the required clearances on Form Nos 3L-30 and forward it to the ap-

propriate paying office without the employee's signature,

8. the Chief of the station will de-brief the

employee, exscute certifications No, 2 and No. 6 and forward Form No. 3L4-30

to the appropriate Washington Headquarters office for the remaining certifi-

cations,
FOR THE BCI:
LTS

STATINTL
CONCURRENCES :
Chf's yPersonnel Br.,A&M = I (doume#) concu fE/fg
Chf.,Budget & Finance Br., A&M - T (do not) concu. |
Chf.,Reference Center, A&M = I (do wet) concus =t
Exece,Inspection & Security = I (do net) concuj T
Chf.,Services Bire, AGM I (do s concux ie
@wd 2 i Aoy \S\@\ e

? Lo 2r ”WW(WW% Sl ,-ér// /rrz/
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RESTRICTED
,Oﬁice Memomndzzm * UNITED STATES GOVERNMENT

TO : Exooutive for Inspeotion and Security DATE: 11 May 1948
FROM : Acting Deputy for Security '

SUBJECT: Clearing of Employees Prior to Final Payment

1. Reference proposed Administrative Instruction, subject:
Clearing of Employees Prior to Final Payment.

2. In order that I & § might have adequate advance notice
for the clearing of employees in order to consult the security
files and make neocessary arrengements for the exit interview,
two additions have been made to the proposed Instruction. The
additions appear in Peragraph 4, line 3, ", . , and the Investi-
gation Division, I & S . . .", and at the end of the last :
sentence in this paragraph, ", . . and will notify the Investi-
gations Division that the employee is clearing." This will
frovide for adeguate notigce to the Investigations Division to
meke the necessary preparations for the oxit interview.

8. It is recommended that the proposed instruetion be
approved.

STATINTL
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STANDARD FORM No, 64

Oﬁice Memomﬂdzzm * UNITED $TATES GOVERNMENT

To Chief, Management Branch DATE: 3 May 1948

FROM Chief, Budget and Finance Branch

SUBJECT: Pipai Payment Clearance fheet, Form No, 34-30

I . '

' l. Concurrence ig being withheld from subject form because

7 Space No, 7 pProvides for certifioation by "Budget and Finance

‘i . Branch or Special Funds Division". It does not seem feasible to -0k
| combine the certification for these offices in the same space

| since certification of both is required in many cases,

f 2,4 Paragraph 2 of the Administrative Instru

ction covering use 8 7
of this form provides that it be used "when an ’
J

employee is leaving 2
because of overseas duty, termination or LWOP", The term LWOP in &0

| itself is insufficient since clearance is not required for LWOP for
; short periods., No Provision is included for empl
!: from vouchered to unvouchered payrolls, or vice versa,

S+ Enumerated below are other comments for your consideration:

suggested. This space could be used for g

and may preclude revision of the form in the future should an
; additional clearance be instituteq,

i

5 &+ An additional blank space for certifications ig
i

i

be It is suggested that the prenumbering of certification / ™
Spaces be eliminated, The employee in the Personnel Branch who .

originates the form should be Properly instructed to route the
individuals in the most efficient mamner,

S It is felt that the preassignment of Space for exceptions
is winecessary since some will require more 8pace and others - 7
little or none, This offioce would prefer to gee exoeptions
stated on memorandums and attached to the form,

R : de It would appear advisable to have the minimum
N concerning th

reverse,

‘
«} . *

of ‘instructions
€ use and processing of this fomm included on the
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STAND/AD FORM NG, [:L3

' O]ﬁce Memomndzmz e« UNITED STATES GOVERNMENT

TO : Executive for Administration & Menagement DATE: 13 February 1948
FROM : Aeting Chief, Pergonnel Branch { .
Neie s ;
SUBJECT: Fipal Pf'agr_r}e‘rﬁ“(‘r}learanoe Sheet "‘{'@)’;”ng 7 3 W,‘]/W(
» SVLLE % 3 - \\“‘ ( f v‘ Y : » ‘":-'""“M‘N‘
{.. ¥ :: ] e, e
o 7 \“k,iﬂ”': o ,V\ }2/‘!’“'{7/' Y
O M u ‘},j“‘ L There is attached a draft of & Final Payment Clearance
A A o/
o }’ i ~Sheet which has been devised to replace Form Number 36-20 Property
7 g b . Clearance Sheet.
§oovs .

In view of the divergence of opinion between the Chief
of the Servioes Branoh and the Assistant Chief, Budget and Finance
Branch, as outlined in the attached memoranda, it ig requested that
the Exeoutive for Administration and Manegement determine whether the
changen 88 outlined by the Chief of the Services Branch should be in-
oorporated in the proposed clearance sheet or if the draft should be
approred a&s submitted, ‘

STATINTL

\ ' WILLTAM J¢ KELLY
Aoting Chief; Persounel Branch

Attachment
Memo - Final Payment Clearance Sheet
, Memo - 27 January 1948
- Memo - 15 Janvary 1948 .
Memo (oarbon) 8 January 1948

Approved For Release 2002/05/01 : CIA-RDP81-00728R000100030005-6
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27 January 198

MEMORANDUM
TO: Acting Chief, Personnel Brarnch
FROM: Chief, Services Branch

SUBJECT: Final Payment Clearance Sheet

1. feference memorandum 15 January 1948, Subject: "Final
Payment Clearance Sheet" from Assistant Chief, Budget and Finance
Branch to Acting Chief, Personnel Branch.

2. The comments contained in the above mentioned memorandum
are not concurred in. 'he reason being that it is the primary :
responsibility of the Administrative Officer to take every possible
action to clear an employee prior to his request for clearance to
branchs and divisions of A&M, If an employee can not be cleared,
it seems that it is the resporsibility of the Administrative Officer
to take such steps as are necessary to clear up any discrepancies
or charges which exist against the employee,

3. There are actually two divisions in Services Branch which
are interested in the resignation and transfer of any employee, i.e. B
Property Control Division and Transportation Division. 'here is no
need for the employee to come through the Office of the Chief, Services
Branch, since no action can be taken in that office. It would just
mean that. the employee would have extra waiting due to the fact that
the Administrative Officer of the Services Branch would have to clear
with the two divisions mentioned above. Therefore, it seems logical
that the employee should go direct to the divisions concerned.

lie Comments contained in penultimate paragraph of subject
memorandum in effect states that the form should not be made to fit
the purpose for vwhich it is desired because to do so would make the ;
form too lengthy and too detailed. In my opinion this comment is i
completely unjustified.

5. In view of the above comments, Services Branch stands on
the comments previously made and contained in memorandum dated 7 Jan-
vary 158,

STATINTL

\I\ND , Chief, Services Brdnch

W
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.
. BIANDM‘D FORM NoO, 64

Oﬁice 'Memgmndum * UNITED STATES GOVERNMENT

TO DATE: 15 January 1948

Aoting Chief, Personnel Branch

FrROM Assistant Chief, Budget and Finence Branch

SUBJECT: Final Payment Clsarance Sheet

Reference is made to your memorandum of 8 January 1948 suggesting that -
consideration be given to the proposals outlined in memorandum of 7 January 1948

from |"‘:| Services Branch,

With regard to the additional certification suggested for adninistrative
officers, it is felt that such certification is not sufficiently binding, nor
does it appear necessary in view of the certificat:on already provided., 4 .
rewording of the present certification to read as ollows might be advisable:
"I CERTIFY that the items for which I am responsible have been checked (é.gainst 0/'( ‘
the official records) and to the best of my knowledge and belief, ‘the employes ey
has accounted for all items éertified) except as noted." ! ’

1 is realized that the Property Control Division does not have knowledge
of property assigned to individuals being cleared, but insofar as this form is
concerned, it was intended that Property Control Division certify only to the
fact that the individual has no survey reports pending. Perhaps this situation
could be remedied by changing "Property to "Property Accountability" and o K
adding another item for "Property Surveys", - "Property Accountability" would thus Qe
be shown for the Administrative Officer's certification and "Property Survey"
for certification by Services Branch. i

This ofTice appreciates the benefits to be derived from separate certie
fications by the Property Control Division and Transportation Division. However,
if this were done, Services Branch would require a third space for certification
of items 3 and 4., Similar situations exist in other branches and if all branches
were accomodated on the same basis, space would be & limiting factor. It appears
that the same expedient results could be accomplished by internal procedure.

Thovld you or :ldesire further discussions in connection with
these matters, kindly advise.

Assigtant Chfef,
Budget and Finance Branch

Appr.oved For Release 2002/05/01 : CIA-RDP81-00728R000100030005-6
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Aggigtant Ohiof, Budget and Fipance Branoh 8 January 1948
Aoting Chief, Personnel Branoh

Final Payment Clearasnoce Sheet

Roforence is made to the attached memorandum doted
3 December 1947, which was forwarded 4o this office for gonsideration
and approval. :

Thig office agrees that the proposed form should be numbered
in the "30" gerieas, sinece the final form sctually controls salary
payments. Howaver, in a memorandum dated 7 January 1948, from

Chief, Services Branoh, thore is outlined two proposals
which, in the opinion of this office, ghould be conaidered before final
approval can be given.

Att,

W. Je KELLY
Aoting Chief, Personnel Branch

PRD sTJH symnye
1A

Approved For Release 2002/05/01 : CIA-RDP81-00728R000100030005-6
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MEIORANDUL 7 January 1548
T Chief, pfersonnel Granch
| TR Chief, Services Lranch

GURJECT: [inal Payment Clearance Sheet

1. Reference is made to memorandun dated 3 December 1yl7
i from the dssistant Chief, Budget and Finance Branch to your office,
Subject: M"pinal Pa,ment Clearance Sheet.m .

2. ‘'The following sugpestions, in connection with the Final
Payment Clearance Sheet, are submitted.

(a) Step Ko. 1 in the sheet should include a state-
ment and certification by the Administrative
Officer of the activity in which the person is
employed as fLollows:

"po my knowledie, the individual is not respon=-

s5ible for any funds, property, docwgents, etc.,

and that all obligations to the Agency have been
satisfiud.n

(b) The Services Branch be eliminatzd and that a separate
certification be included for the Property Control
Division, Services Lrauch, and the *ransportation
Division, Services Granch. This changs will expedite
processing of employees for release.

i 3. Comments in paragraph (a) above are extremely essential
since the Property Control Division, for example, will not always have
knowledge regarding the persons responsibility for property within the

activity in which he was employed.

- STATINTL

Chiel, oervices\Zrgnch

[

Approved For Release 2002/05/01 : CIA-RDP81-00728R000100030005-6




s —

TRANSMITTAL P -

9 January 19,8
DATE

Approved For Release 2002/05/01 : CIA-RDP81-00728R000100030005-6

Tp:

[BUILDIL I""TrROOM NO.
North | 115

REMARKS:

Ttems 1 and 5 and Instructions
approved for security.

: |
, fp:t;g ﬁMﬂQﬁVJL
(1

FROM:

. | Chief, Phys. Sec
BUILDING ROOM NO. iEXTENSION

Central 110 . 187
EOM RO 36- 8 (1299)
el v

" TRANSMITTAL  SLIF

8 Jam;ax%: 1948
DATE

TO:

‘BUILDING ROOM NO.
CENTRAL 110

REMARKS:

FOR YOUR CONSIDERATION AND CONCURRENGE.
| | ANY SUGGKSTIONS SHOULD BE WRITTEN IN
MEMORANDUM FORM TO THE ACTING CLIEF,
PERSONNEL RELATIONS DIVISION AND SUBMITTET
1G. THAT OFFICE NO LATER THAN MONDAY,

12 JANUARY 1948, PLEASE RETURN DRAFT TO
THE PERSONNEL RELATIONS DIVISION NO LATER
THAN MONDAY 12 JANUARY 1948,

FROM: pLRSONNEL RELATIONS DIVISION

NORTH 115

BUILDING ROOM NO. EXTENSION
2144

SORM_NO. -
JEP 1946 3678

(1299)
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STANDARD FonM No, 64

Oﬁ'ce Memm" ﬂ”dﬂm * UNITED STATES GOVERNMENT

To ¢ Chief, Persomnel Branch DATE: 3 December 1947

FROM : pggistant Chief, Budget and Finance Branch

SUBJECT: Final Payment Clearance Sheet

There is attached a draft of Final Payment Clearance Sheet, with
instructions on the reverse, which has been devised to replace Form No. 26~20,
Property Clearance Sheet. In accordance with your inf'ormal suggestion, the
draft is submitted to you for approval, olearance with appropriate offices, and -
ultimate reproduction after approval of the Management Branch.

This form meets with the approval of this Branch and it is suggested that
it be numbered in series "30" (Budget and Finance Branch) since the form actually
controls final salary payment. Should Yyou have further questions concerning the
form and instructions or desire assistance in obtaining necessary clearances,

please contact the undersigned or[ | on Extension 454. STATINTL

Assistant Chie
Budget and Finénoe Branch

Att,

Approved For Release 2002/05/01 : CIA-RDP81-00728R000100030005-6
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‘. CENTRAL lwlk .GENCE AGENCY ‘

' . Tast Working D
FINAL PAYNENT CLEARANCE SHEET ast Worlking lay

i Wame of Employee Office

JReason for Clearance

i .

ITENS TO BE CERTIFIED

1. Exit Interview v 8. Property
2. Transportation Hequests » 9. Leave (Annual, Siclk, LWOP)
3. Official Parking Permits ¢ 10. Travel & Transportation Advances’
i z{4. Credit Cards (fasoline & 0il) /& 11s Claims, Bxceptions, etc.
#{5. Tdentification Badges, Credentials /' 12. Loans (Welfare, Credit 1'nion)
¢ ¢16. Books, Official Documents, etc. /4. 13. Issuances (Military)
U /7. orders (Military or Naval) )2 14,

Excepbions taken (if any):
f

I CERTIFY that the items for [which I am responsible /have.been checked against the
official records, and, except as noted,the employee named has accounted for each items

~—] PERSONWEL BRANCH ISPECIAL FUKDS DIVISION
Ttems certified: lyl2 . Ttems certified: 9y10511
Signature o Signature .
Title Date Title Date
OFFLCE TO WilCH PRESENTLY ASSIGNED BUDGET AND FINANCE BRANCH
| R
' Items certified: 648 ' Ttems certifieds 9el0yll
Signature : Signature
TtTe Date Title Date
SERVICES BRANCH NAVAL ADWINISTRATIVE CORMMAND OR
| SERVICES BRA HOO. & EDG. DETACAMENT
Items certified: 243444 Items certified: 7715
Signature R ' Signature

1itle Date Title Date

SECURITY OFFICE

Items certified: 15 ] Ttems certified:
Signature ) Signature
Title ' Date Title Date
TREN 7 TERTLTY 675'15ETTEE%'5F"-ﬂEﬁﬁT§§7?'
| REFERENCE CENTER LIBRARY L et s e ot tndebted to) the Unsbed
‘ States Govermment whatsoever, as a result

Items certified: 6° e of my connection with this organization. -
Signature . Signabure ‘ Date
Title | Date Forwarding Address

|

{See Reverse for Lmstructions)

Approved For Release 2002/05/01 : CIA-RDP81-00728R000100030005-6
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LISTRUCTIONS

1. GENERAL
a. [Final Payment Clearance Sheet must be executed snrd-preecessed when an employee

w%%&—be—&been%—ﬁﬁpm~b2e—ﬁfenoyjfor»&wpeyiodna:oeed%ngWGOMGalcndaxﬁdaxs,mion.anywxeaﬁcn"*”
ahatsa EH Aty BCX T I NG

YoRi/chLINNa% -V ) 4 y termination,. loave without pay, edwance-siolk-leave
or departure for overseas duty, and—wheman-employee-is-transferrsd from vouchered to
unvouchered..fund payroll,~or vice versa.

be Final payment of monies due the employee cannot be effected in the absence of
" & satisfactorily completed Finad Payment Clearance Sheet.
ce This form must oripinate in the Personnel Branch, where ‘the supply shall be
" retained.
. ds In Washington, the sheet shall be hand processed by the employee within the
' 24 hour period preceding the last working dey.
€ | those unusual cases where the employee is not
+"available, the Washington Branch ol the office shall initiate action to have the sheet
processeds The employee's signature will not be required in these cases.

2+ ACTION BY PERSONNEL BRANCH .

8+ After the Personnel Branch has received the Personnel Action Request, Form YNo.
37-3, the employing office shall be notified of the date set for the exit interview
and of the necessity for processing the sheet. At this time, the Persormel Branch

.+~ shall also notify the Security Office, furnishing the name of the employee and last

working day. .
be Exit interviews will usually be held on the date of departure or the day prior

\""to the date of departure. At this time the employee will receive the clearance sheet

and instructions regarding its completion.

3. ROUTING

a. The Personnel Branch shall indicate the sequence to be followed in securing
necessary clearances and also insert the room number and buildings to be visited by
the employee. An extra space is provided for routing special cases which require
clearances other than those shown.

be When civilians are clearing, the FPersonnel Branch shall delete the routing )
space for "Waval Administrative Command or Hdge & Hdg. Ietachment". Otherwise, no :
deletions are permissible. -

¢e For civilians, the last office to which the form is routed shall be the em-
ployee's paying office, namely, Fiscal Division or Special Services Division of ‘the i
Budget and Finance Branch or the Special Funds Division, 080« The form shall k. re- /
tained by the paying office to support final payment. o

d. For naval or military persomnel, the last office to which the form is routed
shall be the applicable command or headquarters.

4. CERTIFICATIONS
a. Signature by & responsible individual within the Office or Branch, indicates
that the items certified have been checked against the official records. If items
other than those listed are certified, the item number must be inserted after those
already shown. Space is provided (No. 14), fou inserting items not already listed.
- be Exceptions taken should be noted in the space provided or attached in the form
“of a memorandume If memorandum is used, the notation "See memo attached" must be
, shown on the face of the sheet in the space provided for exceptions.
. ce Exceptions involving monetary indebtedness should state the amount due so that
deductions may be effected from salaries or compensation due the employee.
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/ ' PROPERTY CLEARANCE SHEET
(TO BE COMPLETED PRIOR TO SEPARATION FRQM THIS ORGANIZATION)
| NAME DATE
e
INSTRUCTIONS: ~ REPORT TO EACH OF THE OFFICES CHECKED BELOW IN THE ORDER LISTED THER SIGN THE CERT!-
"NO. |CHECK]  'FICATION AT THE BOTTOM OF THE SHEET. LEAVE THE COMPLETED FORM WITH THE LAST OFFICE CHECKED.
‘ HERE
. ERE I VorE: AFTER THE ABOVE DATE NO ADVANCES OF U. S. GOVERNMENT FUNDS OR PROPERTY WILL BE 1SSUED TO YOU.
: SIGNATURE DATE
| %%RSONNEL DIVISION .
NORTH BUILDING
| BRANCH ADMINISTRAT Ive | S'GNATURE DATE
‘ OR PROPERTY OFF ICER
‘ 2 LAST TO WHICH YOU WERE
: PERMANENTLY ASSIGNED
t
i SIGNATURE DATE
liascd PROPERTY BOARD
;* 3 ROOM 235
| SOUTH BUILDING
{ SIGNATURE DATE
! sscunmr DIVISION
L RoOM
[ SOUTH BUILDING
f"’ SIGNATURE DATE -
s
- SIGNATURE DATE
i SPECIAL. FUNDS SECTION
: 6 ROOM 1116
: OUE BUILDING
|
i SIGNATURE DATE
FISCAL sscvlou
7 ROOM
NORTH BUILDING
SIGNATURE DATE
NAVAL COMMAND .
; '8 ROOM 100
| NORTY BUILDING
|
|
‘ HEADQUARTERS AND HEAD- | S CNATURE DATE
! 9 QUARTERS DETACHMENT
: ROOM 100
! NORTH BUILDING
’ CERTIFICAT 10N
% ‘ v I CERTIFY that to the best of my knowledge and belief | am not indebted to the United States
i Government whatsoever as a result of my connection with this organization.
!
i
% (S IGNATURE OF SEPARATING EMPLOYEE)
i FORM NO. 36.20
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